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6. The duty officor or his ousistant will renort to tho Sooretury 


to: the Director, Reon : 2165, ab 1600 hours on the Friday procoding Ba turac 


and Sunday duty or on tho day Wweeading holiday duty to be briefed relativo 
to tho use of telephones and te Indebive. “any special instructions rolative 
to the Director's offico. | . 

Te Duty officers and cosietonts aro © authorized to exchange tours of 
_outy with other EDIE SDE SANS porsomed, howover, responsibility rests with 
tho individual detailed to report to the E Executivo for Pé&A by 1200 | 
hours on Fridey ~receding tho tour of i tho nane of tho porson to 


| 


Far soNe hin. : 
8. Tho duty officer will make a ae security check ct 1700 25X1A. 
hours of all offices in the that have been 


opened during the day in compliance with pararraph 10, Security Repulations, 


“CIG. Any person who enters his office in the a 


Sundays, or Holidays will notify tie 


25X1A_ 


for purposes of work on Saturdays, | 
{ 2 
duty officer, who for security narposes: will list the arrivals and depar- 
tures in the duty officers book. \ 

\ 


9. The duty officer's book will) contain nothing higher than RESTRICTED 
material and*at the completion of stich pour of duty, will be loft on the 


desk of the Secretary to the Director in: Room 2166 after which the room 


will be locked. All othor classified materia’ will be pleced in the duty 


officer's nersonal scfe at 1700 hours on the day of duty and turned over 
to Contral Records for distribution by 0845 | tho followings normal work day. 
10. <All civilian nersonnel une are doteiled for this any may be 


25X1A 
provisions of hans tuten tics Crdef J aseuoa 13 November 1946, 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 
25X1A 


Colonel, AGD 
Executive for Personnel 
and Administration 


ye RS PRIMED . 
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: 6 camaaey 1947 
( = CHUTRAL FNTLLLI GENCE GROUP, 


Col .Ge ADMINISTRATIVE EX1A 
be 2 -- SANURDAY, SUNDAY & HOLIDAY DUTY, eu 


25X1 le CIG Administrative dated 11 December 1946, subject: 25X1A 
| “Saturday, Sunday b Holiday puty,[ is hereby rescinded, 
and the following is substituted therefor. 
2. Effective immediately, Saturday, Sunday & Holiday duty Will be 
performed by a duty officer and an assistant who will be detailed by 
separate. memoranda from time to tine. 
Se Duty officers and their assistants will be on duty from 0830 until 
1700 on Saturdays, Sundays & Holidays. The nlace of duty for the duty 
officer will be Room 2165, fe the assistant _ ae 
will be in Room 2168, However, when the. Secretary to the Director is 7 . : 
Seajdlie oti duty officer may take station in any other sieise of CIG and 
will be notified by the Secretary when it is arain necessary to tale 
sta‘cion in Room 2165. 


: 4. The duty officer will keep a signature list of all persons | | 25X1A 
entering and leaving offices of CIG in Yt accept delivery 
of classified and unclassified retarted accent visitors to any office of 
(IG, answer ell calls coming in-to Room 2165, and will take such initial 
; ‘ 

steps as may be anpropriate in any case. When he deems it nocessary, he 
b | ie will’notify the propor nerson relative to angen matters so that action 
may be taken. The ~rimary function of the assistant to the duty or Pisces 
wilt We ‘to provide nocessary clerical and shane mneeic assistance. 

» o«@ = The Assistant Directors of Offices, Chief of ICAPS. and Executive 


for Poh will submit te the Secretary to the Director not later than 1200 


PITTA NEALE THESE capes Fee RE A BY ALOE A 


hours on the Friday nreceding Saturday or Sones duty, and not later than 
1200 vere on the day preceding a peeeey bour of duty, a stand- ~by aia | 

of two individuals who can be contacted, together with their home address 
and home voleehons nulber.. Tne offices maintain a full- time’ duty officer : 
on Saturdays, Sundays or Holidays, his name and Guieohens number may be 
siunitted in lieu of the above. The Secretary to the Director will then 


place these addresses in the duty officer's book which will also include 


EE ET Ee Te TT ERE ee SE eT EN ATE ESI Un etn 


a. List of all persons entering offices on oe Sundays, or Holidays, 7 os Zi : 
on : as - 25X1A 
‘one copy of CIG Adninistrative [ome copy of CIG. secur ey: : ea 
| Regulations, RES TRICTED personnel PORTANT S and necessary Gedenhone ion 
es ge ae ‘directories. . 
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6.. The auey of ficor or his assistant. will roport to tho § Sdcrétary 
to the Director, _ Room % a165; at 1600 ne on tho Friday preceding Saturday 
and Sunday ayy or.on tho day. roubalhie: holiday aus he be briefed relative | 
to tho use of telephones and to receive any special instructions rolative 
to the Director's office. 

“7. . Duty officers and assistants are authorized to exchange tours of 
duty with other appropriate porsonne} nowswas responsibility rests with 
the individual detailed to report to the Executive for P&A by 120 
hours on Friday spoceding tho tour of duty the name of the person to 
relieve hin : 

8.. The duty ahevoes will fait a thorough security check at 1700 


hours of all offices in tho Lo tnt have been oo | 25X1A 


eyened during tho day in compliance with BORBERe? 10, Security Regulations, 25X1A ° 


CIG. Any person who enters his office ae — ary 


for purposes of work on Saturdeys, Sundays, or Holidays will notify the 


duty officer, who for security nurnoses will list the arrivals and depar- 


tures in the duty officers book. 

9, The duty officer's book will contain nothing higher than RESTRICTED 
m.terial and*at the completion of exch tour of duty, will be left on the 
desk of the Secretary to the Director in Room 2165 after which the room 
will bo locked. All other classified mterial will be placed in the duty 
officer's nerscaal safe at 1700 hours. on the day of duty and turned over. 
so Central Records for distribution by 0845 the following normal work day. 
| 10. <All civilian yersonnel who are doneiied for this duty may be 


. 25X1A 
provisions of Adninis trative Order [___] tesuca 13 November 1946. : 


FOR THE DIRECTOR OF CLYTRAL INTELLI GLICE: a i: 
| ; er aa 25X1A: 


olonel, 
. Executive for Personnel 
and Administration 
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“TOP. SHORET - SECRET. CG. .#IDENTIAL R TRICTED, UN ASSIFIED 
(Sender will circle: classificat on TOP and Bottom). 


CENTRAL INTELLIGENCE GROUP 


PERSONNEL AND ADMINISTRATIVE BRANCH 
~ INTER-OFFICE ROUTING SLIP 


EXECUTIVE FOR PERSONNEL AND ADMINISTRATION aoc te 


“DEPUTY EXECUTIVE FOR PERSONNEL & ADMINISTRATION see oye 
- CHIEF, PERSONNEL DIVISION 
CHIEF, FINANCE DIVISION 
_ GHIEF, SERVICES DIVISION 
CHIEF, SECURITY DIVISION 
CHIEF, PROJECTS SUPPORT DIVISION 


_ CHIEF COMMUNICATIONS ‘DIVISION 


CENTRAL RECORDS 


____ APPROVAL = —s___INFORMATION “presen RE REPLY 
___ acrton _RETRN, = __ COMMENT 
_____ RECOMMENDATION PREPARATION OF REPLY — _xX me 
___ SIGNATURE __ CONCURRENCE ___ DISPATCH 
_ REMARKS: | oe | 
(OP SHORET © SECRET CONFIDENTIAL )UNCLASSIFTD 
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6 January 1947 


C.1.G. ADMINTSTRATIVE 


25X1A 


SATUMWWAY, SUNDAY & MOLIDAY DUT 

1. CIG Administrative[ | dated 11 December 1946, subject: : 
. 25X1A 
"Saturday, Sunday & Holiday Duty si hereby rescinded, 
and the following is substituted Gherefor. | 

2. Effective immediately, Saturday, Sunday & Holiday duty will om 
performed by a duty officer and an assistant who will be detailed by separate 
memoranda from time to time. 

Be Duty siriens and their assistants will be on duty from 0850 until 
1700 on Saturdays, Sundays & Wolidays. ‘The place of duty for the duty officer ee 


will be Room aes, fi te assistant will be in Room 


2168. However, when the Secretary to the Director is present, the duty officer 
sear take station in any other office of C1G and will be notified by tha 
Secretary when it is arain nocessary. to as station in Room 2165, 

4. The duty officer will oes a sirnature list of all persons entering 

25X1A 

and leaving offices of CIG rn accept delivery of 
classified and unclassified material, accopt visitors to any office of CIG, 
answer all calls coming in to Room 2165, and will take such initial steps as 
may be appropriate in any case. When he deems it necessary, he will notify the 
proper person relative to urgent matters so that action may be taken. | The 
primary function of the assistant to the duty officer will be to provide 
necessary clerical and stenographic assistance. 

5. The Assistant Directors of Offices, Chier of TCAPS and Executive for 
P&A will submit to the Secretary to the Director not later than 1200 hours on ‘the 
Friday preceding Saturday a Sunday duty, and ASt later than 1200 hours on the 
day preceding a holiday tour of duty, a stand-by list of two individuals hee 
can be contacted, together with their home address and. home telephone nGuben | 5 
Where offices maintain a full- ~time duty ofrisee on Saturdays, Sundays or Holidays, 
his name and telephone annoy nay be suena ubed in lieu of the above. ‘The 


| ere to ‘the Director will then Oieas these addresses in the duty officer's 


‘ book wich will also include a list of all persons. “eibering « offices on. soaaeye: 


PSHEN MANOR trot aiaen Lab eiesarr ge mye te AACN ENG AMOUR TEEN AI Rag ome ptegeeaeete Tabatate ene wieeemeer ieee sice in mane 
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RESTRICTED | Coa 
one ccpy of CIG Administrative Order No.--, one copy of CIG Security Rerula- 
tions, RESTRICTED personnel rosters, and nocessary telephone directories. 

6. The aiey officer or his assistant will report to the Secretary. 
to the Director, Room 2165, at 1600 hours on the Friday preceding Saturday and 
Sunday duty or on the day preceding holiday duty to be briefed relative to 
thie use ee and to receive any gvaciel instructions relative to 
the Director's office. 

7. Duty officers and assistants are authorized to exchange tours. of 
duty with other appropriate personnel; however, HoopeneavEley rests with 


‘the individual detailed to report to the Executive for P&A by 1200 hours on 


Friday preceding the tour of duty the name of the person to relieve him. 


8. The duty officer will make a thorough security check ot 1700 hours 


during the day in compliance with vararraph 10, Security Rerulations, CIG. 25X1A 


Any person who enters his office in the [for 


purposes of work on Saturdays, Sundays, or Ifolidays will notify the duty officer, 


who for security purposes, will list the arrivals and departures in the duty 


officer's book. 
9. The duty officer's book will contain nothing higher than RESTRICTED 
material and at the completion of each tour of duty, will be left on the 


desk of the Secretary to the Director in Room 2165 after which the room will 


_be locked. All other classified material will be placed in the duty officer's 


-personal safe at 1700 hours on the day of duty and turned over to Central 
Records for distribution by 0845 the following normal work day. 


I0.; All civilian personnel who are detailed for this duty may be given 


compensatory timé off or paid overtime in accordance with the provisions of 25X1A 
Administrative re oe issued 15 November 1946. | . | 25X1A 


Colonel, AGD 
Executive for Personnel : 


and Administration 


Approved For Release. 2003/01/27 CIA-RDP81-00728R000100050051-3 
RESTRICTED | DRAFT | 


6 January 1947 
CENTRAL INTELLIGENCE GROUP 


C.1.G. ADMINISTRATIVE ORDER NO. ou. 2 
SMURDAY, SUNDAY & HOLIDAY bury, | | -_ 25X1A 
le. CIG Adminestrative| dated 11 December 1946, subject: 


"Saturday, Sunday & Holiday Duty, EB  - ---j is horeby rescinded, 


and the following is substituted therefor. 


25X1A 


2. Effective immediately, Saturday, Sunday & Holiday duty will be 
performed by a duty officer and an assistant who will be detailed by separate 
menorenda from time to time. 

3» Duty officers and their assistants will be on duty from 0850 until 
1700 on Saturdays, Sundays & Holidays.e The place of duty for the duty officer 


will be Room 2165, the assistant will be in Room 


2168. However, when the Secretary to the Director is present, the duty officer 


25X1A 


may take station in any other office of CIG and will be notified by the 
Seoretary whon it is again necessary to take station in Room 2165. 
4. The duty officer will keep a sipmature list of all persons entering 
and leaving offices of CIG in C.......~« godest delivery of Bo 
classified and unclassified material, accept visitors to any office of CIG, 
enswer all calls coming in to Room 2165, and will take such initial Stche as 
may be appropriate in any case. When he dears it neoscssary, he will notify the 
proper person relative to urgent matters so that action may be taken. The 
primary function of the assistant to: the duty officer will be to provide 
necessary clerical and st enopimenis assistance. 
| 5. The Assistant Directors of Offices, Chief of ICAPS and Executive for 
~ P&A will submit to the Secrotary to the Director not later than 1200 hours on ‘ithe 
Friday preceding Saturday or Sunday duty, and not later than 1200 hours on the 
dey preceding a holiday tour of duty, a standby list of two individuals who 
ean.’be contacted, | together with ones home address end home. telephone number « 
Where offices maintein 4 full~tine duty officer on Saturdays, Sundays or oe 2 
his name and telephone number may be aaa in lieu of the above. The 
Secretary to the Director will then. place these addresses in the duty officer’ s 


book which will also include a list of all persons cabernet offices on ‘Saturdays, % 
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RESTRICTED 
one copy of CIG Administrative Order No.--, one copy of CIG Security Merule- 
tions, RESTRICTED personnel rosters, and neceasary telephone directoriog. 
| 6. The duty officer or his assistant will report to tho Secretary 
to the Director, Room 2165, at 1600 hours on the Friday preceding Saturday and 
Sunday ate or én the day precoding holiday duty to be briefed relative to 
‘the use of telephones and to receive any special inatructions relative to 
the Director's office. 
7. Duty officers and assistants are auvhorizod to oxchange tours of 
duty with other appropriate personnel; however, posponaibil tty rests with 
the individual detailed to report to the Executive for P&A by. 1200 hours on 


Friday preceding the tour of duty the name of the person to relieve him. 


8. The duty officer will wake a thorough security check at 1700 hours 25X1A 
oF ali ofticcs in the[ tat have boon opened 
during the day in compliance with paragraph 10, Security Rerulations, CIG. 25X1A 


Any person who enters his office in the ; — =. ~ — fer 


purposes of work | on saturdai. Sundays, or Nclidays will notify the duty officer, 
who for sesurity purposes, will list the arrivals and departures in the duty 
officer's book. 

9. The duty officer's book will contain nothing higher than RESTRICTED 
material and at the completion of each tour of duty, will bo left a the 
desk of the Secretary to the Davaater in Room 2165 after which the room will 
be locked. All other classified material will oe placed in the duty , officer's 
personal cafe at 1700 hours on 1 the day of duty and turned over to Central 
Records for distribution by 0845 the following normal work day. 
| lO. All civilian personnel who are detailed for this duty may be given 
compensatory time off or. paid overtime in accordance with the provisions of BX IA 
Administrative Order Nol] Sesued 13 November 1946. 

Executive for Personnel _ 
- and Administration 


25X1A 
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ae 


Office Memorandum - ¢ UNITED STATES GOVERNMENT 


TO 


FROM 


SUBJECT: 


: Executive for Personnel and Aqminis+ration DATE: 19 December 196 


Chief, Finance Division 


CIG ‘Administrative Order {| 


Administrative Order { __hbeaves ll December 1946 provides for. 
duty on Saturdays, Su sand Holidays in the ed 
Building states in Paragraph 10 that "All civilian personnel who dre 
detailed for this duty will be given compensatory time off or will 
be paid overtime as elected by the individual concerned consistent 
with Civil Service regulations", This appears to be in conflict 
with the provisions of Paragraph 2 of Administrative Order [__] 
issued 13 Ngvember 1946 which states in part that "Overtime for employees 
in grades up to and including the base pay of P-2 or CAF~7 will be 
compensated at time and one-half provided such overtime is approved 
in advance by the Chief, Budget Section, Finance Division!. For 


employees in grades above the base pay of P=2 or CAF~7, compensatory 
time off may be allowed in accordance with the provisions of Public Law 


106- 79th Congress. 


It appears that in order to eliminate the conflict between the two 
orders it will be necessary to amend one of the orders. It is suggested 


that Paragraph 10 of Administrative O,der be amended to read 
as follows; '\"A1l civilian personnel who are detailed for this duty may 


be given compensatory time off or pai vertime in accordance with the. 
provisions of Administrative Order issued 13 November 1916." i 


Chief, Finance Division 


a 
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Executive for Personnel and Aaministration 19 Dacomber 1916 


Chief, Finance Division 


cra Administrative Order |_| 

Administrative Order |__]iesued 11 December , 

duty on Saturdays, Sundays, and Hjlidaya in the . 
Building states in Paragraph 10 that "All civil ergonnel who are 


detailed for this duty will be given compensatory time off or will 
‘be paid overtime as elected by tha individual concerned consistent 


with the provisions of Paragraph 2 of Administrative Order 

issued 13 November 196 which states in part that "Overtime for employees 
in grades up to and including the base pay of P-2 or CAF~7 will be 
compensated at time and one-half provided such overtime is approved 

in advance by the Chief, Budget Section, Finance Division!. For 

employees in grades above the base pay of P-2 or CAT~7, conpensatory 
time off may be allowed in accordance with the provisions of Public Law 
106- 79th Congress. 


with Civil Service regulations". This appears to be in Ll 
Q 


It appears that in order to eliminate the conflict between the two 
orders it will be necessary to amend one of the orders. It is suggested 
that Paragraph 10 of Administrative[_ | be amended to read 


as follows: "All civilian personnel who are detailed for this duty may 


be given compensatory time off or paid overtime in accordance with the 
provisions of Administrative [T | issued 13 November 19h6." 


EDWARD R. SAUNDERS 
Chief, Finance Division 


Phat F: 
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6. The duty officor or his assistant will report to tho Sooretary 
to th» Director, Room 2165, at 1600 hours on the Friday procoding Saturday 
and Sunday duty or on the day rrecoding holiday duty to be bricfod rolativo 
to tho use of telephones and to receive any specinl instructions rolative 
to the Director's office. | | 

7» Duty officers and assistants aro authorized to oxchanpe teune of 
duty with other anproprinte porgonnel; howovor, rosponsibility rests with 
ne individual detailed to report to. the Executive for PéA by 12°00 
hours on Pridey preceding tho. tour of duty the name of the nerson to 
relieve hin. 

8. The duty officer will male o tiorourh security check at 1700 


opened during tho doy in compliance with Paragranh 10, Security Nepulations, 
crc. Any person who enters his office in mf ss oie 
. for purposes of work on, Saturdeys, Sundays, or Holidea ays will notify the | 
duty officer, who for security nurnoses will list the arrivals and depar- 
tures in tho duty officers book. 
96 The duty officor's book will contain nothing higher than RESTRICTED 


material and*at the completion of exch tour of duty, will be left on the 


desk of tho Secretary to the Director in Roon 2165 after which the room 
will be locked. All other classified material will be placed in the duty 
officer's nersonal sofe as 1700 hours on the day of duty and turned over 


to Central Records for distribution by 0845 the following normal work day. 
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10. All civilian nersonnel who are Some uaCe for this auty may be 


given Sere eneat ons tine off. or paid overtime. in Recordance with the | . oe 
25X1A 
provisions of Adninistrative Order r_ issued 13 November 1946, . 


ae M1) 74 { oh Ty ETE INCH: 3 A 
ae FOR. THE DI RECTOR OF CENTRAL INTLLLIGLNCE: a 25X1A 


Seen a tine 


olonel, AGD 
Executive for Personnel. 
and Administration 


} 
; 
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